Workforce 411 Ohio’s Statewide Job Matching System

Instructional Documentation 

Subject: Seeker Service Window
Date: October 5, 2006
Procedure: Add a Seeker Service

When to Use

Use this procedure to manually add a service for a job seeker.

Before You Begin

Before you perform this procedure, you must:

· Open the job seeker's account record. 

· Access the LE or Veteran menu on the SCOTI menu bar, and select the Seeker Services menu option to open the Seeker Services window.
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Steps

Perform the following steps to add a seeker service record:

1. On the Services tab, click the Insert New Record icon on the tool bar to insert a new seeker service record. 
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2. A Select Multiple Seeker Services Window will appear.  Click in the select box next to the listed Service Type to add that service type to the seekers record. Please note that you can now select multiple seeker services and then save them at one time. 
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3. The service types listed above have a new column added (P/N), which will assist the agent in identifying what services will cause a seeker to be considered as a Participant or Non-participant.  
4. SCOTI automatically fills the Date field with today's date, the Staff field with your name, and the Office field with the name of the office you are logged into.
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5. SCOTI displays the selected service type in the Service Type field. The Description field is left blank.

6. Click the Save Record icon.

Additional Information:

Please note that the select Service Group list have been combined there are no longer a One-Stop or Labor Exchange Group. Listed below are the new services to choose from.  After the table is a glossary of the services and definitions.
	LE Seeker Services (participant services)


	LE Seeker Services (non-participant services)



	Career Guidance (includes vocational guidance services; One Stop Career Counseling)
	Assessment Interview  (veterans only)

	Employability Development Planning (includes One-Stop Employment Planning)
	Assigned/Received Intensive Service  (veterans only)

	Federal Bonding
	Completed OTAP  (veterans only)

	Initial Assessment
	DVOP/LVER follow up services

	Job Development Contact
	Intensive Service Transfer  (veterans only)

	Job Search Assistance (job finding club; job search planning; job search workshop)
	Job Search Workshop  -  TANF

	Job Seeker Match
	Notification (Job) deleted

	Matched but not Referred
	Provided Labor Market Info

	Notification (Job)
	Rapid Response Orientation

	Obtained Employment
	Rapid Response Services

	Placed in Federal Training
	Referral deleted

	Placed in Other State/Local Training
	Referral to Child Care

	Placed in WIA Training
	Referral to Community Services Block Grant E&T Activities

	Placement (Job)
	Referral to Education Services

	Provided Other Services
	Referral to Emergency Financial Services

	REA Services received
	Referral to Federal Training

	Referral (Job)
	Referral to Health and Medical Services/Nutrition

	Seeker Placed in HOLD status due to Training
	Referral to HUD E&T Programs

	Career Guidance (includes vocational guidance services; One Stop Career Counseling)
	Referral to Job Corp

	Employability Development Planning (includes One-Stop Employment Planning)
	Referral to Labor Exchange

	Federal Bonding
	Referral to Legal Services

	Initial Assessment
	Referral to MSFW

	Job Development Contact
	Referral to Older Americans

	Job Search Assistance (job finding club; job search planning; job search workshop)
	Referral to Other Services

	Job Seeker Match
	Referral to Other State/Local Training

	LE Seeker Services (participant services)


	LE Seeker Services (non-participant services)



	Matched but not Referred
	Referral to Post-Secondary VOC Ed/Carl Perkins

	Notification (Job)
	Referral to Relocation Assistance

	Obtained Employment
	Referral to Residential Support

	Placed in Federal Training
	Referral to Supportive Service

	Placed in Other State/Local Training
	Referral to TAA

	Placed in WIA Training
	Referral to TANF Program

	Placement (Job)
	Referral to Unemployment Insurance

	Provided Other Services
	Referral to Veteran Supportive Services

	REA Services received
	Referral to Veterans E&T Programs

	Referral (Job)
	Referral to WIA Services

	Seeker Placed in HOLD status due to Training
	Referral to WIA Adult Education

	Career Guidance (includes vocational guidance services; One Stop Career Counseling)
	Referral to WIA VOC Rehab

	Employability Development Planning (includes One-Stop Employment Planning)
	Registration

	
	Released from Intensive Services   (veterans only)

	
	Resource Room Services (internet search instructions; resume assistance ;)

	
	Seeker Status Change  (from  /  to)

	
	Self Service Registration

	
	Skills Assessment

	
	Tax Credit Eligibility Determination

	
	Terminated from Federal Training

	
	Terminated from Other State/Local Training

	
	Testing

	
	Training Interrupted  (veterans only)

	
	UC Claimant Status Change

	
	Updated Registration


Labor Exchange Seeker Services Glossary
      Participant Seeker Services:

· Career Guidance – Services which include the provision of information, materials, suggestions, or advice which are intended to assist the job seeker in making occupational or career decisions.  Talking with seeker about what their strengths and weaknesses are, how they match the job market, and what actions need to be taken to get the wanted result by the job seeker. (includes vocational guidance services, career counseling)
· Employability Development Planning – Involves assessment of current skills, personal interests, training and skills for jobs, job factors and personal characteristics.  This may involve identifying barriers to employment and developing a plan to overcome specific barriers.  Employability planning may also involve information on how to conduct a job search and job seeking skills.  Determine which steps need to be completed for employment.

· Federal Bonding – A program for employers that assists ex-offenders and other high-risk job seekers secure employment through the use of fidelity bonds.

· Initial Assessment – One-on-one discussion to determine seekers barriers and needs.

· Job Development Contact – Working with employers throughout the community to identify and advocate employment opportunities for qualified candidates that may lead to fulltime employment.

· Job Search Assistance – (includes job finding club, job search planning, job search workshop)
· Job Finding Club – Workshop to assist seekers in the various ways to search for jobs. 

· Job Search Planning – Provision of any information concerning the job search process to include but not limited to; completing application forms, effective resumes/cover letters, researching the employer, getting organized (having all information to complete applications, planning a schedule), preparing for interviews, grooming.

· Job Search Workshop – You may also take credit for provision of this service if the veteran job seeker has completed a full Ohio Transition Assistance Workshop (OTAP) or a job seeker has completed an Ultimate Job Search Workshop (UJS).

· Job Seeker Match – The act of checking the jobs in the SCOTI system against the Desired Job Occupations of the seeker.

· Matched but not Referred – A seeker shows up with the desired employment job category but is not notified of the job.

· Notification (Job) – The act of letting a job seeker know that there is a job available that matches one of their desired employment job categories.

· Obtained Employment – The job seeker found a job.

· Placed in Federal Training – Job seekers who are veterans verified to have entered any job training program supported by the Federal government such as WIA, Job Corps, etc. This does not include placements in Department of Veteran Affairs OJT.

· Placed in Other State/Local Training – Used to report placement of job seeker into a state or local funded training/educational opportunity, regardless of funding source.

· Placed in WIA Training – Job seekers who were determined eligible for training via WIA funding source.
· Placement (Job) – A job seeker is referred to a job opening and is hired by the company.
· Provided Other Services - Any other service that is not previously defined and provided by the One-Stop staff.
· REA Services Received – Based on criteria predetermined by Ohio Department of Job and Family Services claimants most likely to exhaust benefits who could be required to participate in services that will assist their return to work.  Complete UC Orientation, complete online assessment for an unemployment compensation recipient through the SkillsMax system. (Reemployment & Education Assessment Barriers to Employment Success Inventory -BESI).
· Referral (Job) – Sending a job seeker to an employer for a particular job.

· Seeker Placed in HOLD status due to Training -  Job seeker is entering training for an undetermined and/or specified time period and the LE seeker status is changed to HOLD, so that the seeker record will not be ‘Soft Exited’ or ‘Inactive’ during the training period.
      Non-Participant Seeker Services:

· Assessment Interview (veterans only) – One-on-one discussion to determine seekers barriers and needs. 

· Assigned/Received Intensive Services (veterans only) – This should be done when the initial case manager is assigned or in the event the case manager changes and the case file is re-assigned. This is used to report any activity on a veteran’s open intensive services case, including: addition to, change in / modification of the Employability Development Plan (EDP).  This will also be used to report in person visits with the case manager as part of the IDP, call-in or referral.  Used to record the initial entry into intensive services and to show that a case manager has been assigned.

· Completed OTAP (veterans only) - Used to annotate a veteran’s successful completion of a two or three-day Ohio Transition Assistance Program (OTAP) workshop.

· VISC/VBOS follow up services - This service should be entered to report that you as the VISC/VBOS have followed-up with the veteran and employer after a placement has been made to make sure there are no problems and that a good match has been made. This will ensure the employer as well as the veteran that you are available to assist if problems do arise.

· Intensive Services Transfer (veterans only) – Used when a veteran’s Intensive Services manager is reassigned to another Veteran staff person.  Service is taken by the losing Intensive Services manager.

· Job Search Workshop (TANF) – You may also take credit for provision of this service if the job seeker who is eligible for TANF has completed an Ultimate Job Search Workshop (UJS).
· Notification (Job) deleted – The act of removing the notification of a potential job from the job seeker record.

· Provided Labor Market Info – Providing a job seeker with the hot jobs or latest job trends as determined by the Labor Market Information.

· Rapid Response Orientation – The act of meeting/discussion with job seeker and explaining WIA services, Unemployment Insurance, etc.

· Rapid Response Services –   The act of sending individuals to job development, job search workshops, resume assistance, etc., paid with Rapid Response funds.

· Referral (Job) deleted – The act of removing the job referral from the job seeker record.

· Referral to Child Care – The act of sending individuals to Temporary Assistance to Needy Families (TANF), or child care and day care agencies.

· Referral to Community Services Block Grant E&T Activities – Community Services Block Grant, employment and training programs are provided by local contractors to offer employment and training related services. WIA Law Section 121 (b)(1)(B)(x)

· Referral to Educational Services – The act of sending job seekers to the Department of Education or Board of Regents. Use to report a referral to Adult Basic Education for GED or other educational service for remedial classes or additional course work

· Referral to Emergency Financial Services – The act of sending an individual to an agency or a community-based organization that provides financial assistance.
· Referral to Federal Training – The act of sending job seekers who are veterans to any intensive service or training program supported by the federal government, such as WIA funded projects, TAA, NAFT, and Job Corps. This does not include Department of Veteran Affairs OJT.

· Referral to Health and Medical Services/Nutrition – The act of sending a job seeker to the Department of Health and Human Services.

· Referral to HUD E&T Programs – HUD Employment and Training Programs are provided by local contractors to assist public housing residents with supportive services, resident empowerment, conflict resolution, housing management, jobs and training, apprenticeship, construction training, education, and other related services. WIA Law Section 121 (b)(1)(B)(xi)

· Referral to Job Corps – Job Corps including Civilian Conservation Corps programs provided by local contractors to offer youth (often in residential facilities) vocational training and work experience programs related to conservation, natural resources and other fields that have local employment opportunities. WIA Law Section 121 (b)(1)(B)(i)

· Referral to Labor Exchange – Services are needed to be provided by an individual that is knowledgeable in Labor Exchange.

· Referral to Legal Services – The act of sending individuals to a lawyer or Legal Aid.

· Referral to MSFW – Migrant and Seasonal Farm Worker Programs through the Department of Labor that are part of Title I of WIA to assist these specialized populations with a host of employment needs. WIA Law Section 121 (b)(1)(B)(i)

· Referral to Older Americans – The act of sending job seekers to the Older Worker partners.

· Referral to Other Services – The act of sending job seekers to any other service that is not classified elsewhere.  Any other service that is not previously defined and provided by the One Stop staff.

· Referral to Other State/Local Training – The act of sending individuals to non-mandated programs.

· Referral to Post-Secondary Voc Ed/Carl Perkins – A program at an accredited degree granting institution that leads to an academic degree (e.g., AA, AS, BA, BS). This does not include programs offered by degree granting institutions that do not lead to an academic degree.

· Referral to Relocation Assistance – The act of researching and contacting another One-Stop (within state or out of state) to assist the job seeker in relocating.
· Referral to Residential Support – The act of sending individuals to the Department of Housing and Urban Development.

· Referral to Supportive Services – The act of sending an individual to an agency, community-based organization that provides transportation, housing, needs-related payments, etc.

· Referral to TAA – Trade Adjustment Assistance (TAA) is administered by the Ohio Department of Job and Family Services to offer job training, placement, and support for people who lose a job, work hours, or wages due to foreign competition in the industry that employs them. WIA Law Section 121 (b)(1)(B)(viii)

· Referral to TANF Program – Temporary Assistance to Needy Families (TANF) is provided by the County Departments of Job and Family Services to families receiving Ohio Works First Programs and Contingency (PRC) Programs with employment and training related services. Not Required in Federal law but added in Ohio.

· Referral to Unemployment Insurance – Unemployment Insurance (UI) Program is administered by the Ohio Department of Job and Family Services to provide temporary income to workers who are laid off. WIA Law Section 121 (b)(1)(B)(xii)

· Referral to Veteran Supportive Services – Use to report referral to Veterans Service Commission, Department of Veterans Affairs Offices, CBOC, Vet Centers, DOL-VETS DVET or ADVET, Veteran Organizations, i.e. DAV, VFW, AMVETS, American Legion, One Stop Partners or any other service outside of ODJFS who can provide services to the veteran.

· Referral to Veterans E&T Programs – Veterans Employment and Training Programs provide local veterans employment representatives and disabled veterans outreach programs that assist with employment and training needs. WIA Law Section 121 (b)(1)(B)(ix) 

· Referral to WIA Services – The act of sending a job seeker to additional services provided by the Workforce Investment Act (WIA).  

· Referral to WIA Adult Education – Are the combination of services or instruction below the postsecondary level for individuals who have attained 16 years of age; who are not enrolled or required to be enrolled in secondary school under state law; and, lack sufficient mastery of basic educational skills to enable the individuals to function effectively in society and on a job. The individuals do not have a secondary school diploma or its recognized equivalent level of education; or are unable to speak, read, or write the English language.

· Referral to Voc Rehab – The Federal legislation that authorizes the formula grant programs of vocational rehabilitation, supported employment, independent living, and client assistance. It also authorizes a variety of training and service discretionary grants administered by the Rehabilitation Services Administration. 

· Registration – The act of a job seeker completing a full registration via SCOTI Staff assisted (includes basic intake data and desired employment data).
· Released from Intensive Services (veterans only) – Use this to report the completion of or termination of the case management plan. This can be initiated for a successful completion or for a required termination of the case management process.

· Resource Room Services – A facility for the job seekers use that has resources, such as fax machines, phones, personal computers, copiers, and job search reference materials made readily available for their job search.  The job seeker comes into the facility to use the pc, copier, fax, etc. to assist with finding employment. They get staff assistance in how to use the Internet.

· Seeker Status Change (from / to) –  The act of the application or One-Stop staff changing the job seeker status from one status to another status (Active, Hold, Inactive).

· Self Service Registration – The act of a job seeker completing a full registration via Self Service application (completing all 8 pages and obtaining user id and password).

· Skills Assessment – Determined through testing the needs and barriers the job seekers have to overcome.

· Tax Credit Eligibility Determination – With regard to the Work Opportunity Tax Credit and Welfare-to-Work Tax Credit Program, we would consider a tax credit eligibility determination to be the processing of a tax credit request per Department of Labor and federal business rules/regulations to define whether the request meets the criteria to be eligible and receive certification for a tax credit for a particular target group.

· Terminated from Federal Training – Use to show either successful completion, ending or termination from any training or educational opportunity in which the veteran job seeker was previously reported as having been placed in/ 

· Terminated from Other State/Local Training – Use to show successful completion, ending or termination from any training or educational opportunity in which the veteran job seeker was previously reported as having been placed in.

· Testing – The act of checking the skills of the job seeker.  This can be accomplished through various different tests and various tool that may include ABLE, TABE, or BESI. 
· Training Interrupted (veterans Only) – Use this service to report a VET-90/Chapter 31 veteran or other veteran enrolled in training who has to stop training or education for any reason but are expected to resume their training/education program.  Annotate specifics in NOTES section of SCOTI.

· UC Claimant Status Change – The act of the OJI application changing the job seeker UC Claimant status from one status to another status (referred by WPRS, neither claimant nor exhaustee, exhaustee).

· Updated Registration – The act of the job seeker or One-Stop staff adding, changing or deleting data from the job seeker record (basic intake data only).
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